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MEMORANIUM FOR CIA RECORDS OFFICER
SURJECT: Preliminary Swvey Report of the Communications Office

-

m\\w W Gy
wstudy of theﬂ‘recordu protlema oﬁ;ha Commnicationa Office
has been completed, The prelimiwary Pepott, supported hy attache
ments A through €3, is sulmdtted for review., The attaciments are
1dentified as followss

Tab A - Roquest for Records Management Study
Tab B = Initial Report of Study

Teb Ci = Background Information

Tab C2 « Statement of the Problem

Tad C2 Msting\conditima and Procedurss
DISCUSSICH

During the course of this preliminary study, the scope of which
1s indloated in Tab C2, the following observations were mades

1. The Communicatlons Office is new(see Teb Cl), and une
tried, oven though it once operated as a division of the 0ffice of
Special Operations., Thers has been 1o adequate "shakewdown® periocd
fw a&ﬂnistmtive procedures, As a result, a fluid situatiam
borSaIingon-worn Prrston edﬁa(mTabA,m.zumample{

Lw orge.uizatian underzoing a major reorganization, with its segments
minganmmdmmﬂier es, presents the same problems,

2, As the mtire organization 1s affected go are its
parts, the Administrative Staff(including the Mail md Files
M:!.m) s of the Communications Office, in this case
sxeeption, However, the Ha:!l and Fiiea Soutim

is performing itse Jub“‘° W
to, formilate plana(mmz;:mz wong oy v Fet e o
ms’l and files activities, Inimtlbalo&w that- this study Lt e

wass in part, roquested to gain support for and lend. hac‘dng to
plana already made or in process of being mmds,

3. The difficulty confronting all units of the
Coammmications 0ffice 1s lack of time to perform necessary mail and
fil4ng functions, This lack of time may be divided into two
mmt partn; (a) in physi getting documente to the activity
d take action, and, (b) in filing and finding of filed

actual divisgion and branch files seem quite adequate,
although thare i some peed of better indexing and cross mfwenci@

ngyws 7L/ sce T [Yr‘/ 'Nc;fc)
527 SEGRET
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RECOM/ENDATIORS

In order to resolve the primary 4ifficulty confronting the
units of the Commmications Office(as outlined in Par, 3 above),
and to ensure maximm control of material with a minimm of
oontrel effort, it is recommonded thate

1. Certain ummecessary steps now performed in the
Mall and Yilos Soctiom, Administrative Staff, be eliminated
and others modified as indicated balow,

. Modify courier receipting procedure(Tab C3,
Par, 2b), by preparing only two coples of the cowrler receipt
rathor than three as at presemt, leaving the second copy in
the courier receipt book for the courier to sign.

b, Eliminate the handuritten abstract(Tab C3,
Par. 2b(14)), made by the Mail and Files Section supervisor,
all the typist to compose and type the contrel slips{(Tab C3,
Par, 2b{20)), in ome operation, The supervisor ghould indiecsate
routing only, thersby saving time for more important duties,

6., Abbreviate all words possible, inoluding
security classifications, when eontrol elips are typed.

d. Indicate only the date a document 1s dispatched
from the Mai) end Files Section, unless it is not the samo as the
date recolved in the Bection, thus eliminatini vmmecessary typing.

e. Route documents to action uificers, not just to
divisione or tranches,

£, Estedligh a routing guide for the router in the
Mail and Plles Section, Although it may not be necessary for the
router to refer to this guide oftem, it will provide a quick
locutor when necded, and will emsure accurate routing in the
abgence of the Section gupervisor.

g. Fliminate all logging and log books, except for
ﬁ peeret doouments, in the Mall and Files 3ection(Tad C3, Par.
18) and (24)). Use control slips as logs{note 'k' below and
Par. 2s, Recormendations).

h, Estabhlish the mumber one coples of the control

glips, becanse of their legibility and good condition, as the
primary Control Fumber File,

‘ 4, Establish the mmber two copies of the control
slips as the Suspemse File,

SEGRET
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RECOM ENDATIONS(Cont 'nd)

5. Establish the mmber three coples of the control
slipa as the Source Mle,

: k., Attach all other coples{mmbers four, five, and
six), to action documents only snd forward, If the action officer
tranafers an action copy of a document to snother person, he will
return one copy of the attached sontrol elipstothemimdmes
Seotion wvith appropriate information noted on it as to where and
vhen he made the transfer, This recammendatlion sucessfully
eliminates all but top secret logging in all undts end, at the samo
tims, ensures a firm control of ell action or confirmation coples
of doouments at all times,

1, Destroy all "Retain or Destroy" type materisl,
Retwrn no such documents to the Signal Center, _

B, Assign a measenger to the lall and Files Section
%0 make schoduled, and speeisl, intra-Office mail deliveries, This
wvill save several man hours day of the time of secretaries
and clerke in the divisions and branches who normally carry such
mafl, This time could then be devoted to maintaining unit files,

2. In addition to the above, which deals almost exslusive-
1y with the Mail end Flles Section, Administrative Staff, it is
further recomnended that all unitss

a8, EKliminate all logging and log books, except for
top secret documents, in all units of the Communlcations Office,
Use mall control elips attached to documents(ses 1, g and k, above),
as control medium by returning a each time an action copy of a
doounent 1s transferred between units,

b, Destroy all "Retain or Destroy" type documents
when thelr usefullnese 1s et an end rather than returning them to
the Mall znd Files Sectien,

3. If the above recammendations are placed in effect, it
is folt that the Individual units, and the Mall and Mles too, will
have sufficient time to emsure accurate and efficient filing, indexing,
and oross referencing, MNe at some future date uhem conditions
have become more ssttled, it Sy be necessary to study the files of
each division seperately and mzis recommendationgy, r»f-:iaw& - o “tue,
gi‘-a‘c \ucmg\cu{ﬁ“‘*‘*ﬂawg I Leviiqy awd  Crege ngwugb—‘
wedie, and physin | armayen— ¥

25X1

— MNALYST

SECREI
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© study was begun,
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REQUEST FOR RECORDS MANAGEMENT STUDY

rhw‘wmwmmmmmm
Chief, Commmications Division, Office of
Special Operztions, dated 25 Tune'*“l,totheAdﬂmfor

a reviev of the existing Commmications

Management yequesting
Division f£iling system and recommendations for its im rove-

Adminlstrative
ce hief, Mall and
Files Mim, Adrninistrative Staff, and the Corrmmieations
Office division chiefs, diselosed the presemce of various
other protiems which indicated the need for a more detalled
generally broader in scope, than indieatoed An the

~ study,
wumdnﬂ:umnnummh;fﬂmrsmdyumsib:nwhﬁb'uneﬁmwmﬂum

and procedures of the Mail and Files So:'‘sm, intra~0ffice
nail procsdures, including control mechanisms, and the
dvisien files, utﬂzﬁmsqmuku.aq |gmﬂla

unﬂnwmmﬁendmm&aﬂnamﬁn#

soane,—evidently -
(that ? th deal
exolusively vith the filing ayapt:: o eﬁwgy ?& e |

ealled the Advisor for ¥ thmcusmmhﬁmﬁnm
with the work uvndertaken by
On 10 August 1951 this writer ealled |to

determine wvhat type of study was raquired, Some of the
confusion wvas dlaspelled when he verified that he wanted
the broader study, that indinated in

mammud&aeﬁ'ﬁxsZﬁﬂu

woad (T

SGRET
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Advisor for lansgemamt 2% Juns 1951
THRU ¢ AD/B0 : .

Chlef, Commmmieations Division

This office ates the establisiment of s more canirale
ized end . MWﬁmmm&mﬁm%
vision, In s cormection, it 1s requested that the gervices of
an expert cn office management systems be made available for the
purpose of conducting a review of the existing filing system lead-

ing to a veoocmmendation of methods for its

25X1

SECRET
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INITIAL REPCRT OF RECORDS MANACHMERT STULY

1, This tad provides a copy of| |mammnchm of 25X1
25 July 1951 to the Chief, Records Fanagen and Tlgtribution
Eranch, Administrative Services, rrmarizing his study of the :

records problems in the Commmications Office from 25 June to
25 My, . :

RET
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Chief, Recorda Management & Distrilution Br, 25 July 1951

25X1

Records Study in Commmications 0ffice

for action of & memo to the Advisor for Management, dated 25 June 1951,
frem the Chief, Communications Division { then part of 080)

‘2, In the initial th haninistrative Officer, 55X1
1t vas arranged Fhief of the Mail and Files activity
- 4o introduce the writer to Chiefs. Incidentally, the writer vas

25X1

25X1

mmmmmeaummw, 4n that he was introduced

ummmmwummwthmmw
pent for help in records protlems,

3, Diseussions with| ﬁd the Braneh Chiefs call attention
4o two problems, the " £eioul tion uf physically getting documents
to the aetivitiss which should take actions, and the sec converned the

mﬁmeﬁ'fﬂingmﬂﬁndingmdmmm. Work was undertaken in this

L.Itmmmammmamimﬁuﬂicﬂﬁumtnmh
with the sxisting £iling systems and with finding enough time to perform
fﬁinzopcuﬁonsandpwwmgmearyﬂn&ngaﬁu. A few changes in
mmmmmtmmzmzmmmm&mmu
spent in other work, AMM@tamawmmwmmuw
Wmsbmmmwmmmmlmmhmmmmww
nore a day to spend in files maintenance, Rrannh slerke oould find more
time for files work if their own logging operations vere simplified.

5. Ltmmtmmomﬁmmmm, the writer was
also oomsidering how the flles should be set up. It wvas observed that the
memingmthemmamlargmmqmta, though eross-indexing

is necessery in several cases. It doesmtwmaeombletomtmnae
all files, but files in the | rations Branch and to ecme extent in the
Adnindstrative offices, should be centraliged, with ons or more persons
assigned full-time responsibility for their operation, Further study of
these files should be made,

A verbal greas report, incorporating these obasrvations was made to
18 July. Itmhopedﬂmtswﬁmmt@ulﬂbem

days theresfter, to form the basis for initial corrceciive
actions of Commmnications Office. It was recognized that contimued study
wonild be needed to wtho&mofﬂamﬂmofmamgmma
roceived via pouch and of eoordination of doeuments requiring Irmediate
astion involving more than one Branch,

n We Jo Ko
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. PACEGROURD INFORMATION

rjjlwt’ﬂ“\ J\l\ \ 0%
1, wf}ﬁl tho Commmieations Division, Office of
Special Operations, bPecame an Independent organization em
the Office laval, Ais a result, the need arose for dealing
with the receipt, processing, filiug, controlling, and
dispatching of cables and other documents previously
handled by <:£ice of Speelal Operations mail and file units.
This, in turn, led to the establisiment of the Mail and Files
Seation, Adninistrative Staff,

Approved For Release Z%C HETI‘ CIA-RDP70-00211R000300190007-0
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STATETNT OF THE PROBLEM

1. The Administrative Officer, Commmications Office, 1is
desirous of cbtaining recarmendations regarding the functlons LH—
g of the newlr estallished Mail mnd Flles mmwwsm chilve s of
' {Registyy) Section, Adninistrative Staff, and r
Vyment, off & wlmplifiad £iling systen for uso in all diviaions
of the Conmmications Office,

L hlg b .

m’ pr SE e g BE & . . ' 25x1
Files Segtion Suptes an P

eyt ,‘:—_‘,4;; Mt

25X1 25X1
ERN w2 ]
and P g fhe 030/IT8
.’:W N - denire ‘m 25x1
!"- TSy "~ ~=::3 »dy]
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SECRET

EXISTIRG CONDITIONS AND QPERATIONS

a, The !ail and Files Section of the Adminigtrative Staff
vecolves and dispetches =11 nuil entering or leavinz the
Commmiontions Uffice, except aryplographic uatorlal widch
1s received initlally by the Signal Center, and some llens
oceasslonally delivered unopened w the Apsistent Sirector
for Corunications, Thias section has a staff of timos,
including the suparviess, ‘

b, Mall is recoived and dicpatehed by the following meanst

{1) MNall to and from 0SO, OPC, Signal Conter, and other
offices in 1, X, and I bulldings is received and dispatched
in locked pouches every how via 050/IID top secrst cowier,

{2) Hail to and from offices in Juarters I, other than
the Cammmiostioms Office, is received and dlspatched hourly
vin CIA mossengars,

(3) Spacm deliveries ouly oXe ...de by CIi ovuriers,

(4) idployees of the various Camumicaiions Ufflece
dlvisions deliver and pickup all Anternal (intra~Cffice) mail
required to pass tlwough the liall and Fil.. Section, ¥o set
schadule ie adhored to,

(8) ©30/110 provides service for Comuunications Gifiee
overgseas pouch traffie, .

¥ail and Files Jectiom

8, In nddition to initlal receipt and final dlgpatch of nail,
the Mall and Flles Section 1s charged with the follewing dutless

(1) Review of incaning mall for abstracting, recording,
and routing. ‘ .

(2) Contrel of ircoming and outrolng moil by assigmment
of control numbers, preperation of eontrol alips(Form 35-1),
and mairtenanee of suspense rocords,

(3) Comtrol of top seeret documcnts as an Area Top Secret
Control Office, .

SECRET
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{4) Control of intra~Office mail,

(5) Halmtenemoe of files of control slips, pseudonyms
(cover naes for individuals), and cryptonyms{cover nares
for projects in which the Commmmications 0fficc has an
irtercst).

b, Receipt, routing, and control procedvres are indiented
as folloust

The mall clark recoipts for all cebles
and mail except ginl, whieh ie
receipted for by the typlst

Wadl Clexk

(1) Opens enveloper anc checks contents with the inside
docunent recelpt,

(2) Sipns receipts and places them in outgoing mail,

Sorts all documents which can be handled without
routing into mail distrilution rack - Jesk,

() Revieus other docurents to dotermine vhethor they
ghould be routed for action, information or conlivmation,

(5) Selects appropriate cover sheeis and attaches to
documents,

(6) ietermines origivators eontrol mmber and rmarks
cover gheet in space indleated for ZAccession Mumber,"

(7) iwtermines recipionic control mmber and ruxke
oover sheet in space indicated for "Dete Nocalved 54,7

(8) Stawps in the "Comients" columm of the cover sheet
either "Extra Copy To =" or writes "No Extra Copy" if only
one cony was rooeived,

(5) Checks the Mail snd Files Seetion docvment log for

previous Mall and Files Section control mmber 1f the document

moltes reference to a mreviocusgly handled dooument , Finds
previous conaol slip and attaches io the doomwemt for infor-
oetion of the router,

{10) rlaces mail on the iail and Files Soction superw
visor's desk for routing.

Approved For Release 2005/11§ | (| - RoP70-00211R000300190007-0
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(11) Reads each dovwment to dotermine mt@.on branch and
myy other routing,

(12} ristes routing on cover shsels of varim coples for

acilon, informatlon or confirmallon, 4
!

(13) urites additionul(secondaxy) routing of copi 25 on covar
sheots after the ghayped notation "Extm Sugy To =g
(14) Indieates priowily handling, il rrmmam@.

(15} wWrites abstract of the docusent in .angbm on a 3% 2z 5"
glip and zttachos to Jocimmt,

(16) Indicates cuspense dato.
{(17) rlaces documents on té?ist'a deck,

rolgt

(18) urites .1 and Files Seotion control mmber on cover
sheet and first page of decuronis,

(19) takes longhand extry in log showing ¥all ané Files
Seotion contrcl meomber, - ble or pemh weber, other identifying
mmbers, ond an abntrmrb of the gubject of the dooument,

(20) Types 3" x 57 centroel slip(mm 35-1), in =ix copy esta,
ghowing eil and File Sectlon cortrol muwber, cable or pouch mular,
joeuwrent dete, ohetract of the subject, routing, and svsnense date,

{(21) Reroves control olip copy mmber ore for £iling in the
Suepense Filej sory nusbor two for £iling ia the Source Tile,

{22) Staplos coutrel slip cory number thres to the action or
eonfirmation copy of the docurent; coples four, five, and six 1o
the inforration cory{ecnies) of the docutent,

{(23) Places coeunents in corpleted work basket,
¥adl Clezk

(24) ﬂeksnpemleteddomemtsmdmmwmil
digtridution rack,

ScbAET
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SEC

(25) Makes longhand entry in the Mall and Files Section
mwégz of control mmbers and wnit to vhich docurents
vare pou »

{26) Files the mmber two copies of control slipe in
the Source File Yty source and control mmber,

{27) Files the mmber ocne copies of control alipe in
ths Suspense File, or in the regular Control File if not a
suspense item,  Both files arranged by sontrol mmbers,

{28) Follovs up on incoming communications requiring
action{catles - two days, priority cadles - ono day, memoranda

« ten days, pouches - tem days).

8. 7The various diviaion:ifaintad out no serious deficlensies

in the present mall and £ilinz eystem except Aiffievlty in
tine to maintain their files, especially in indexing
and cross referencing, :

SEGRET
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TRANSMITTAL SLIP

By
DATE
STAT T0:
BUILOING = ~ RO@W NO.
REMARKS:

STAT FROM

BUILDING ROOM NO. 0 EXTENSION

ORM NO. =g
SEP 1946 578
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29 August 1951

MEMORANDUM FOR CIA RECORDS OFFICER

SUBJECT: Preliminary Survey Report of the Communications Office

A study of the records problems of the Communications Office
has been completed, The preliminary report, supported by attach-
ments A through C3, is submitted for review, The attachments are
identified as follows:

Tab A - Request for Records Management Study
Tab B Initial Report of Study

Tab C1 ~ Background Information

Tab C2 ~ Statement of the Problem

Tab C3 - Existing Conditlions and Procedures
DISCUSSION

During the course of this preliminery study, the scope of which
is indicated in Tab C2, the following observations were made:

1, The Communications Office is new(see Tab Cl), and un-
tried, even though it once operated as a division of the Office of
Special Operations, There has been no adequate "shake-down" period
for administrative procedures, As a result, a fluid situation
bordering on confusion, exists(see Tab A, Par, 2 as an examples.

Any organization undergoling a major reorganization, with its segments
teking on new and unfamilier duties, presents the same problems,

2. As the entire organization is affected so are its
parts, the Administrative Staff(including the Mail and Files
Section), of the Communications Office, in this case, being no
exception, However, it appears that the Mail and Files Section
is performing its job and the Supervisor has, and is continuing
to, formulate plans(see Tab C2, Par, 2) for the functioning of
mall and files activities, In fact, I believe that this study
was, in part, requested to gein support for and lend backing to
plans slready made or in process of being made,

3. The primary difficulty confronting all units of the
Communications Office is lack of time to perform necessary mail and
filing functions, This lack of time may be divided into two
component parts; (a) in physically getting documents to the activity
which should take action, and, (b) in filing and finding of filed
material, The actual division and branch files seem quite adequate,
although there is some need of better indexing and cross referencing,

SECRET
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RECOMVENDATIONS

In order to resolve the primary difficulty confronting the
units of the Communications Office(as outlined in Par, 3 above),
and to ensure maximm control of material with a minimum of
control effort, it is recommended that:

1. Certain unnecessary steps now performed in the
Mail and Files Section, Administrative Staff, be eliminated
and others modifled as indicated below,

a, Modify courler receipting procedure(Tab C3,
Par, 2b), by preparing only two copies of the courier receipt
rather than three as at present, leaving the second copy in
the courler receipt book for the courier to sign.

b, Eliminate the handwritten abstract(Tab C3,
Par. 2b(14)), made by the Mail and Files Section supervisor,
allowing the typist to compose and type the control slips(Tab C3,
Par, 2b%20)), in one operation, The supervisor should indicate
routing only, thereby saving time for more important duties,

¢, Abbreviate all words possible, including
security classifications, when control slips are typed,

d, Indicate only the date a document is dispatched
from the Mail and Files Section, unless it is not the same as the
date received in the Section, thus eliminating unnecessary typing.

e, Route documents to action officers, not just to
divisions or branches, :

£, Establish a routing guide for the router in the
Mail end Files Section, Although it may not be necessary for the
router to refer to this guide often, it will provide a quick
locator when needed, and will ensure accurate routing in the
absence of the Sectlon supervisor,

g. Eliminate 811 logging and log books, except for
top secret documents, in the Mail and Filles Section(Tab C3, Par,
2b(18) and (24)). Use control slips as logs(note 'k' below and
Par, 2a, Recommendations),

h, BFstablish the number one copies of the control

slips, because of their legibility and good condition, as the
primary Control Number File,

i, Establish the number two copies of the control
slipas as the Suspense File,

SECRET
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RECOMYENDATIONS(Cont 'nd)

j. Establish the number three coples of the control
slips as the Source File,

‘ k, Attach all other copiles(numbers four, five, and

six), to action documents only and forward, If the action officer
transfers an action copy of a document to another person, he will
return one copy of the attached control slips to the Mall and Files
Section with appropriate information noted on it as to where and
when he made the transfer, This recommendstlon sucessfully
eliminates all but top secret logging in all units and, at the same
time, ensures a firm control of all action or confirmation copies
of documents at all times,

1, Destroy all "Retain or Destroy" type material,
Return no such documents to the Signel Center,

m, Asslgn a messenger to the Mall and Files Section
to make scheduled, and special, intra-Office mail deliveries, This
will save several man hours every day of the time of secretaries
and clerks in the divisions and branches who normally carry such
mail, This time could then be devoted to maintalning unit files,

2. In addition to the above, which deals almost exclusive-
1y with the Mail and Files Section, Administrative Staff, 1t is
further recommended that: all units:

a. Eliminste all logging and log booka, except for
top secret documents, in all units of the Communications Office,
Use mail control slips attached to documents(see 1, g and k, above),
as control medium by returning a copy each time an action copy of a
document is transferred between units,

b, Destroy all "Retain or Destroy" type documents
when their usefullness is at an end rather than returning them to
the Mail snd Flles Section,

3. If the above recommendstlons are placed in effect, it
is felt that the individual units, and the Mail and Files too, will
have sufficient time to ensure accurate and efficlent filing, indexing,
and cross referencing, However, at some future date when conditions
have become more settled, it may be necessary to study the files of
each division seperately and maske recommendations,

25X1

SECRET
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REQUEST FOR RECORDS MANAGEMENT STUDY

b provides a copy of the original memorandum from
25X1 Chief, Communications Division, Office of
Special Uperations, dated 25 June 1951, to the Advisor for
Management requesting a review of the existing Communications
Division filing system and recommendations for its improve-
ment,

2, In addition, it should be gtated that some confusion

25X1 resulted when| Records Management and
Distribution Branch, Administratlve Services, began the study

25X1 requested by

25X1 liscussions with Administrative 25X1
Officer, Communications Office hief, Mail and 25X1
Files Section, Administrative STaff, and the Communications

Office division chiefs, disclosed the presence of various

other problems which indicated the need for a more detailed

study, generally broader in scope, than indicated in the

attached memorsndum, The study was to include the functions

and procedures of the Mail and Files Section, intra-Office

mail procedures, including control mechanisms, and the

division files, With the approval of such a 25X1
study was begun,

h ynfortunate misunderstanding, somecne, evidently

25X1 objected to that part of the study not dealin
exclusively with the filing system, As a result; | 25X1
called the Advisor for Management indicatling dissatisTaction
25X1 with the work undertaken by
On 10 August 1951 this writer called| |to 25X 1

determine what type of study was required, Some of the
confusion was disspelled when he verified that he wanted
the broader study, rather than that indicated in 25X1
memorandum of the 25th,

SERREL
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Approved For Release 2005/11/21 : CIA-RDP70-00211R000300190007-0

Oﬂice Memomndzzm UNITED STATES GOVERNMENT

TO *  Advisor, for Management DATE: 25 June 1951
THRU

AD/S0
FROM :  Chpief, Commum cat'l ons Division

SUBJECT: fistablishment of Filing System

This office contemplates the establishment of a more central-
ized and simplified filing system within the Communications Di-
vision. In this connection, it is requested that the services of
an expert on office management systems be made available for the
purpose of conducting a review of the existing filing system lead-
ing to a recommendation of methods for its improvement.

7 Fed S
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INITTAL REPORT OF RECORDS MANAGEMENT STUDY

1, This tab provides a copy of| memorandum of
25 July 1951 to the Chief, Records Manag and Distribution
Branch, Administrative Services, sumarizing his study of the

records problems in the Communications Office from 25 June to
25 July.

ara
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sTANDARD FORM NO. 9

Oﬂice

TO : Chief, Records Management & Distribution Br, DATE: 25 July 1951

| e G“KFIIBEW—RDPTO -00211R000300190007-0

A% emomndzmz e UNITED STATES GOVERNMENT

FROM

SUBJECT: Records Study in Communications Office

1, This summarizes the study of records problems in the Cammunications
Office to date., This study was conducted by assigmment to thls Branch
for action of a memo to the Advisor for Manmgement, dated 25 June 1951,
from the Chief, Communications Division ( then part of 0S0)

2. In the initial interview with dn1nistrat1ve Officer,

it was arranged for THAIST of the Mail and Files activity

to introduce the wiiter—vo pramen Chiefs., Incidentally, the writer was
erroneously'identifled as being from Management, in that he was introduced
as the person sent in response to theiT request to the Advisor for Manage-
ment for help in records problems,

3, Discussions withl End the Branch Chiefs called attention
to two problems, the 80, fficulties of physically getting documents
to the activities which should teke actions, and the second concerned the

problems of filing and finding filed materlal., Work was undertaken in this
order,

4. It was discovered that Branches experienced difficulties not so much
with the existing filing systems g8 wlth finding enough time to perform
filing operations and preparing necessary finding aids. A few changes in
the Mail and Files section will save 2 man-hours per dsy which could be
spent in other work, Assigmnment of a messenger to the Mail and Files to
carry papers back and forth to the Branches will save each one anhour or
more a day to spend in files maintenance. Branch clerks could find more
time for files work if their own logging operations were simplified,

5. At the same time these observations were being made, the writer was
also considering how the files should be set up. It was observed that the
case filing in the Branches was largely adequate, though cross-indexing

is necessary in sewgral cases, It does not appear feasonable to centralize
all filesg, but files in the Operstions Branch and to some extent In the
Administrative offices, should be redbralized, with one or more persons
assigned full-time responsibility for their operation. Further study of
these files should be made,

6. A verbal progress report, incorporating these observations wgs made to

| n 18 July, It was hoped that a written report could be made
within a few days thereafter, to form the basis for inltial corrective
actions of Communications Office, It was recognized that continued study
would be needed to smooth out some of the problems of handling material
received via pouch and of coordination of documents requiring immediate
action involving more than one Branch,
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BACKGROUND INFORMATION

1, On 1 July 1951 the Communications Division, Office of
Special Operations, became an indspendent orgaenization on
the Office level, As a result, the need arose for dealing
with the receipt, processing, filing, controlling, and
dispatching of cables and other documents previously

handled by Office of Special Operations mail and file units,
This, in turn, led to the establishment of the Mail and Files
Section, Administrative Staff,

i
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STATEMENT OF THE PROBLEM

1, The Administrative Officer, Communications Office, is
desirous of obtaining recommendations regarding the functions
and procedures of the newly established Mail and Files
(Registry) Section, Administrative Staff, and the establish-
ment of a simplified filing system for use in all divisions
of the Communications Office,

2, In this writers conversation h the Administrative
Officer, and, more particularly the Mail and 25X1
Files Section Supervisor, it became evident that plans
pertinent to the future functions and procedures of the Mail
and Files Section had progressed quite far. In fact., Mr,
25X1 of 0S0/IID had visited with outlining 25X1
e similar activities in the Office of Special Uperations and
drawing up an organization and functions program for the Mail
and Files Section, He also left her a copy of the 0S0/IID
mall and file manual,

25X1 Tt is my impression that| has no desire to
have any help in setting up mail and files procedures, since
she beleives she already has adequate plans, She would like
approval of these plans, however,
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EXISTING CONDITIONS AND OPERATIONS

Incoming and Outgoing Meil

a. The Mail and Files Section of the Administrative Staff
receives and dispatches all mail entering or leaving the
Communications Office, except cryptographic material which
1s regeived inltially by the Signal Center, and some items
occassionally delivered unopened to the Assistant Director
for Communications, This section has a staff of
including the supervisor,

b, Mail is received and dispatched by the following means:

(1) Mail to and from 0SO, OPC, Signal Center, and other

offices in L, K, and I buildings is received and dispatched

in locked pouches every hour via 0SO/IID top secret courier,

() Mail to and from offices in Quarters I, other than
the Communications Office, is received and dispatched hourly
via CIA messengers,

(3) Special deliveries only are made by CIA couriers.

(4) Employees of the various Communications Office
divisions deliver and pickup all internal (intra-Office) mail
required to pass through the Mail and Files Section, No set
schedule is adhered to,

(5) 0S0/IID provides service for Communications Office
overseas pouch traffic,

Mail and Files Section

a, In addition to initial receipt and final dispatch of mail,
the Mall and Files Section 1s charged with the following duties:

(1) Review of incoming mail for abstracting, recording,
and routing,

(2) Control of incoging and outgoing mail by assignment
of control mumbers, preperation of control slips(Form 35-1),
and maintenance of suspense records,

(3) Control of top secret documents as an Area Top Secret
Control Office,
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(L) Control of intra~Office mail,

(5) Maintenance of files of control slips, pseudonyms
(cover names for individuals), and cryptonyms(cover names
for projects in which the Communications Office has an
interest),

b, Receipt, routing, and control procedures are indicated
as follows:

The mail clerk| |, receipts for all cables

and mail except non-cable top secret material., which is
receipted for by the typist

Mail Clerk

(1) Opens envelopes and checks contents with the inside
document receipt,

(2) Signs receipts and places them in outgoing mail,

(3) Sorts all documents which can be handled without
routing into mail distribution rack on desk,

(4) Reviews other documents to determine whether they
should be routed for action, information or confirmation,

(5) Selects appropriate cover sheets and attaches to
documents,

(6) Determines originators control mumber and marks
cover sheet In space indicated for "Accession Number,"

(7) Determines recipients control number and marks
cover sheet in space indicated for "Date Received SA,M

(8) Stemps in the "Comments" column of the cover sheet
either "Extra Copy To -" or writes "No Extra Copy" if only
one copy was received,

(9) Checks the Mall and Files Section document log for
previous Mail and Files Section control number if the document
makes reference to a previously handled document , Finds
previous control slip and attaches to the document for infor-
mation of the router,

(10) Places mail on the Mail and Files Section super-
vigor's desk for routing,

G
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Mail and Flles Section Supervisor

(11) Reads each document to determine action branch and
any other routing,

(12) Writes routing on cover sheets of various copies for
action, information or confirmation,

(13) Writes additional (secondary) routing of copies on cover
sheets after the stamped notetion "Extra Copy To =,"

(14) Indicates pribrity handling, if necessary,

(15) Writes abstract of the document in longhand on a 3" x 5"
slip and attaches to document,

(16) Indicates suspense date,

(17) Places documents on typist's desk,

Typist

_ (12) Writes Mail and Files Section control number on cover
sheet and firsgt page of documents,

(19) Makes longhand entry in log showing Mail and Files
Section control number, cable or pouch number, other identifying
numbers, and an sbstract of the subject of the document,

(20) Types 3" x 5" control slip(Form 35-1), in six copy sets,
showing Mail and File Section control number, cable or pouch number,
document date, abstract of the subject, routing, and suspense date,

(21) Removes control slip copy number one for filing in the
Suspense File; copy number two for filing in the Source File,

(22) sStaples control slip copy number three to the action or
confirmation copy of the document; coples four, five, and six to
the information copy(copies) of the document,

(23) Places documents in completed work basket,

Mail Clerk

(24) Picks up completed documents and sorts into mail
distribution rack,

S
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(25) Mekes longhand entry in the Mail and Files Section
suspense log of control numbers and unit to which documents
were routed,

(26) Files the number two copies of control slips in
the Source File by source and control number,

(27) TFiles the number one copies of control slips in
the Suspense File, or in the regular Control File 1f not a
suspense item, Both files arranged by control numbers,

(28) Follows up on incoming communications requiring
action(cables - two days, priority cables - one day, memoranda
- ten days, pouches - ten days).

c. Outgoing mail is processed in substantially the same manner
as explained above,

Communications Office Divisiong

a, The various divisions pointed out no serious deficiencies
in the present mail and filing system except difficulty in
finding time to maintain their files, especially in indexing
and cross referencing,

a
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18 Aupust 1951
MEMORANDUM FOR CHIEF, RECORDS MANAGEMENT_AND DISTRIBUTION BRANCH

SUBJECT: Records Study in Office of Training

1, As requested by éLDepu.ty Director,
and | | Administrgtive UrTicer, & study was made
of the files in the immediate offices of the Assistant Director for
Training.

2, At the same time, Forms 36-211, Records Analysis Worksheet,
1isting the file se this office were prepered for analysis
and discussion wit Worksheets covering file series in

. other portions of the Treining Ufffice are yot to be prepared.

RECOMMENDATIONS :

It is recommended that the procedures, £iling manuel and filing
equipment described in the following attachments be adopted by the
Treining Office:

Tab A Records Procedures

Teb B Training Office Filing System

Tsb B 1 Filing Manual - Training Office
Tab C Filing Supplies - Training Office
Teb C 1 Out Card
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RECORDS PROCEDURES -~ TRAINING OFFICE

The comments and recommendations in the following prargraphs are
based on a study of the files in the immediate offices of the Assistant
Director for Training., The same comments and suggestions might pertain
to magy other portions of the Training Office or to other Offices.

1. Rscords Must be Kept = The law requires each Agency of the
Feddral Government to record and preserve a record of its activities
and operations, The lew provides procedures for the disposal of records
which have no further velues. CIA is not exempt from these legal pro-
visions, but the Diredtor of Central Intelligence has peen glven legal
suthority to approve destruction of records "without regard to other
laws" when necessary to "protect intelligence sources and methods from
unauthorized disclosure."”

2, logs are Necessary - For security purposes it is necessary to
record the receipt and disposition of classified documents in & log. It
1s often helpful for administrative purposes to record wnclassified
documents also. The clericel time required for logging must be kept at
a minimum by using abbreviations, initials or symbols, pre-printing or
stamping dates or serial numbers and especially by routing directly to
lower echelons any items when possible without logging at the higher
levelo

3, Filing Work Takes Time - The best filing system will be useless
if the clerical staff is not given sufficient time to keep the work up
to date. One person should be given the definite assignment to maintain
the files and do the logging and routing work.

4. Records Should be Marked for Filing - Muach time will be saved
in filing and finding records if documents are marked with the filing

symbols. A filing system which depends upon the memory of the file
clerk is lost when the clerk 1s absent.

5. A Uniform Filing System is Helpful - A Uniform Filing System
for a whole Agency is helpful when persons engaged in files work are

moved from one part of the Agency to another. The CIA Filing Manual
provides for matters of administration common to all Offices and alldws
for development of classifications covering the "Progrem" activities.
The Filing System ghown as Tab B 1 of this report is adapted from the
CIA Filing Manuel to the needs of the Training Office.

6, The Filing System Should Be Simple - When only a few documents
concerning a subject are to be filed, the general classification should be
used. If several items accumulate on one aspect of the subject (five to
ten items is suggested as a minirum) these items should be pulled from the
general folder and refiled under the classification for the specific
subdivision of the subject. .
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7. Out Cards are Useful - Experience, even in small offices, has
shown the value of Out cards to be filed in place of folders removed for
use by staff members. A sample Out cerd is attached, (Tab C 1) Out cerds
should be kept in the fromtéof each filing drawer for convenience.

8, Extra Copies Should be in a Separate File - It is common practice
to file all coples of a report draft or memorandum draft together., These
extra coples are often found in the file "sgveral draftis later”though they
are no longer necessary. They &e allowed to remain because selection for
destruction usually requires a review be made by the officiel preparing the
draft, It i1s recommended that extra coples be marked to "key" them to the
record copy, that they be filed by preparation date in a separate "extra
chpy" file and be destroyed if not used within three to six months.

9, Files Must Not be Over—crowded - Over-stuffed drawers and folders
hamper those who use the flles, upset the nerves of file clerks snd reduce
efficiency generally. A second folder gshould be used when the first has
been filled to the capacity intended by the manufacturer.

10. Guides Should be Used - Guides are sign posts to ald in finding
documents emd are used to add stiffness to a file in order to prevent curling

of folders.

11, PFiling Supplies Should be U;iform - Recommended types of
supplies are listed in Tab C. The following principles should be observed
to promote neatness end efficlency:

8. Use legal size folders for legal size drawers and letter size
folders for letter size dravers.

b. Use folders with tabs in definite position arrangements for
General folders, specific subdivisions, and Alphabetic or Numeric
subdivisions.

c. Good weight Kraft folders are economical and satisfactory
under most conditions.

d. Tabs on which gummed labels may be placed permit more
£iling information and may be changed with 1little effort.

e. Folders with built-in prong fasteners should be used
whenever it 1s necessary to altach papers to the folder.,

12. Records Should be Scheduled for Retirement - 4s early as possible
plans for removing records which have lost their value through age should
be esteblished, Those records which will have continuing values for histor-
jesl or administrative purposes should be identified.

13. Vital Records Should be Stored - Copies of documents which
require protection should be segresated for ttransfer to the Vitael Materials
Repository. If coples are not availaeble, the CIA Records Offices will
assist in having microfilm or other copies prepared for storage.
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TRAINING OFFICE FILING SYSTEM

This Filing System is adapted from the CIA FILING MANUAL to
the s@@pial requirements of the Training Office, It is anticlpated
that some changes may be necesssry in the future,

REQUIREMENTS REGRADING RECORDS -

Persons responsible for filing and disposing of records should
be famillar with the following adhinistrative and legal requirements;

1. Legal Requirements - Each agency of the Federal Govern-
ment is required by law to preserve the record of its activities,
and to make disposition of records no longer needed in the manner
prescribed, The law provides penaltlies for violakions.

2, Exemption from the Legal Requirements - By law, responsi-
bility has been conferred upon the Director of Centrel Intelligence
to approve adminlstrative actions whth regard to records, including
the destruction of those Ao longer needed, wlthout regard to any
other law, to the extent necessary to protect intelligence sources
and methods from unauthorized disclosure, However, CIA must comply
with the provisions of the Records Disposal Act and other pertinent
legal requirements insofar as there 1s no conflict with security.

3. Administrative Requirements - CIA Regulation dated
14 July 1981, established a Records Management Progrem to provide
for the preservation and disposal of records and to promote economy
and efficiency in record keeping. Responsibility for administeation
of this program is assigned to the Chief, Administrative Services.

DEFINITIONS -

The following definitions are helpful in Interpreting the
legal and administrative requirements with regard to records:

a, OFFICES OF RECORD - Offices having files of "record copies"
of documents are Offices of Record when so designated by the CIA
Records Officer.

b. RECORDS - The law ddfines "records" as documents, regardless
of physical form or characteristics, made or received by any portion
of CIA in connection with the transaction of public business, and
preserved or appropriate for preservation as evidence of the organiza-
tion, functions, decisions, procedures, financial or legal trans-
actions, operations, or other activities, or because of the informa-
tional value of data contained therein, The terms Records and

Record Materials may be used interchangeably.
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of records, libfary and museum materials made or acquired and
preserved solely for reference or exhibitlon purposes, extra
copies of documents preserved only for convenience of reference
and stocks of publications and of processed documents.

d. VITAL MATERTALS - Vital Materials are those specific items
in the possession of BIA which are essential to the Agency on a
continuing basis, and which in the event of destruction would
constitube & serous or irreparable loss.

FILING MANUAL ARRANGEMENT -

1. The Filing Manual is divided into two major portions.
The first party covering the general administrative or "housekeeping"
functions include:

000 Gereral

100 Administration and Management
200 Finance

300 Personnel

400 Security

500 Supply, Space and Services
600 Lawa and Legal Matters

2., The scond portion of the Manusl is concerned with
"Progrem" stivities. Those printed in the CIA FILING MANUAL are:

700 Procurement and Collection of Information and
Intelligence

800 Processing and Bvaluation of Informetion and
Intelligence

900 Dissemination of Information end Intellligence

3, For the Program of the Training Office, and additional
Division of the Manual is esfitblished as follows:

1000 Treining Progrem Activities

Within the Training Office, the classification 360, Training;
internship progrem is not to be used. Instead, documents will be
classified within the 1000 series.

Filing codes for subdivisions of these subjects are arranged in
groupings of tens and umits, with further subdivisions by letters.
Decimals are not used., A subdivision might appear as follows:

500

501

501 A

' 510
511
511 A

520
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RULES FOR USE OF FILING MANUAL

1, The filing symbol for the major subject of a document
should be written on the face of the document in the upper right
hand corner. _

2, Symbols for general classifications rather than more
specific ones should be used if the volume of documents relating
to the subject is small, :

3, OClassifications mey be subdivided by names of persons,
organizations, or by identifying numbers, Such nemes or numbers
should be written in parentheses as a part of the filing symbol.

4. Documents having secondary subjects should be cross
indexed so that a reference sheet may be filed by the classifi-
cation for these subjects.

5., Documents c¢oded with a particular filing symbol should
be filed within a folder by dates of documents,

6. Requests for changes to uval should be
mede to the CIA Records Officdr,
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FILING MANUAL — TRAINING OFFICE

000 General
001 Reading File
002 8IA Journal

100 Administration and Msnagement

101 Mission and general programs of CIA

101 A Testing and Training Section, Personnel Div,
102 Organization

102 & Organizetion - CIA

102 B Organization = Office of Tralning

110 Coordinetion and dooperation; conferencds; liaison;

comnittess; joint operations
111 Coordination and liaison with outside egencies
(File here material of a general nature on the subject
which may not be filed under the 1000 group)

112 Coordination between CIA Offices and within offices;
staff meetings ( divide by names of commlttees, including)

Ad Hoc Committee on Training of Area Specialists
Project Review Committee

Training Iisison Committee

120 Administrative Issuances

121 CIA General Orders

122 éIA Regulations

123 CIA Notices

124 Administretive Issuances of Offices

124 A Training Office Reguletions and internal operating
procedures
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130 Management Planning and Control

131 Procedural studies and analysis

132 Forms design and control

140 Reports of activity or progress; statistical reports
141 Work Status Reports - Uralning Office

142 Deily and Weekly Reports

200 FINANCE

210 Budgets

220 Youchered funds; accounts; systems; procedures

230 Confidenbial funds; systems; reguletlons; procedures

300 PERSONNEL

301 Tndividual personnel folders (file alphabetically by
nemes of employees)

301 A Military personnel folders

310 Employment

311 Applicemtss referrals; applications ( Alphsbetically
by nemes of persons)

312 Recruiting; recruitment requests

314 Status of employees; details; promotlons; terminations;
special duty

315 Requirements for personnel; Tebles of orgaenization
( separate folders may be used for different activities)

320 Clagsificstion and compensation

321 Pogition descriptions

322 Pay and ellowances ( including data on travel and subsis-

tence allowances, but not on the travel itself. Use 531
for travel orders)
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340
350

400

500
510
510
510

520

530
531
538
540
541

541 1

544,
550
570
580
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Employee regulations and privileges (leave, work schedules,
retirement, military service, outside employment, conduct
and discipline, solicitation of employees)

Employee Services; medical care; credlt union; welfare fund

Reqards, decorations and citations

SECURLITY

( May be subdivided according to the classifications in the
CIA Filing Manual as necessary)

SUPPLY, SPACE AND SERVICES

Supplies and Equipment
Selection, specifications; catalogs
Requisitions

( Register of Requisitions; Requisitlons expendablé and
Requisitions non-expendable)

" Buildings and grounds; space

( Include all matters such as preparation of space, moves, security
of spacs, ete.)

Transportation; travel; vehicles
Travel; travel orders
Parking

Communication Sertice and Equipment

Tolephones ( including requests for agency assistance to
obtain residence service

Directories
Intercommmication and signal systems; buzzers
Reproduction; printing, photographic and graphic arts services
Meil and delivery srvices

Records; systems aend services
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591

600

800

900
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Iibraries end library servicds; procurement and control
of books and periodicals

Document Procurement Committee
LAWS AND LEGAL MATTERS
PROCUREMENT AND COLLECTION OF INFORMATION AND INTELLIGENCE
PROCESSING AND EVALUATION OF INFORMATION AND INTELLIGENCE

DISSEMINATION OF INTELLIGENCE AND INFORMATION
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TRAINING OFFICE PROGRAM ACTIVITIES

1800 FPROGRAMS OF THE TRAINING OFFICE
File under these codes documents concerning the development
and approval of the generel programs of the Training Office.
Use classifications in the 1100,1200, 1300 ete. groups for
development of phases of these programs and related activities,

lool Career Development

1002 Orientation and Indoctrination
1003 In-service Training

1010 Consultants

( File here documents by names of individuals or
organizations serving as consultents to the Training
Office.)

1100 Training Office Projedts
(File under these classifications documents concerning
the development of ®mctivities related to Projects., Use
the 1300 gromp for documents on training courses and
materials which are not included as project planning
work, end the 1400 group for documents conderned with
specific Schools)

1110 Clericel training

1120 Lenguage Training

1130 Pyschology Div.- Proposed
1140 Rapid Reading

1150 Testing end Assessment
1160 Treining of Supervisors
1200 Trainees; students

Use this group for documents covering the selection,
recrultment, training, guidence and placement of
trainees. Documents may be filed by names of treinces
if desired.

1210 Career Corps Trainees
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1300  Training Courses; Materials, Curriculs

1310 Courses of other agencies (may be divided by
names of agencies)

1320 Training materials sources

100 Trainiﬁg Schools

(For document to be filed by names of schools under
the proper subdivisions below, relating to the
establishment, operation or use by CIA of the
schools listed )

1410 Non-governmental Schools ( File documents by names

of orgainzations)
1420 Schools of the Military Serviees ( By names of Schools)
1430 Schools of U. S. Governmental Agencies other than

CIA or the Militery Services

1440 Schools operated by CIA or with assistance of CIA
(File documents by nemes of schools)

141 Proposed National Intelligence College
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FILING SUPPLIES - TRAINING OFFICE

1. GUIDES - legal Size, Pressboard, Metal Tabs wlth removable
labels, 1/3 cut tabs, First and Second Positions. First Position
Tabs are used for Major Divisions of the Filing Manusl, Second
Positions are used for the Main Subdivislions,.

2, TFOIDERS - Legal Size, Kraft, 1/3 cut tabs, self-tabs, for
use with gummed labels, prong fasteners attached to inside of beck
cover. Stock Number 564. First Position folders are used for the
Genersl Classifications. Second Positlons are used for the subdi¥isions
except for the classifications divided by nemes or gserial numbers,
Third Position folders are used for Alphabetic or Numeric subdivisions
of files,

3, TOILDER LABELS - Gummed Labels, in strips, 4 " width, with
all labels a&f one color. Yellow labels are recommended. Dark colors
should never be used,

L. OUT Cards - A sample of Out card is attached, Tab C 1. The
printed form should be on both sides of the card,

5, CROSS INDEX SHEETS - Cross index sheets to provide in one
file & reference to relested material filed in another folder msy be
a printed form or merely a blank sheet of paper on which the following
information is shoun:

Date of Record:

FIling Merk: ( classification for the cross index sheet)

To: ( Addressee of the correspondence)

From: { Name of Writer)

Subject: { Subject of the correspondence, report or other
type of document.)

Filed: ( Classification where the document is filed)
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No. o Naws TAKEN BY T?\:;i No. or NaumE TAKEN BY T?A?(Ei No. or NAME TAKEN BY Tall\(;i
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No. oR NAME

TAKEN BY

DATE
TAKEN

No. or NAME

TAKEN By
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“g /’ / €n 70 A
STAT
- REPORT OF TRAINTIHG
0ffice of Training
Date | , e
(Month)  (Day) (Year)

HAME QF STUDENY' SEXs ACER
COURSES
OFFICE: TLOs
FINAL OVERALL ACHIEVEMERY HATING FOR THE COURSEx
RESULTS OF APTITUDE TESTS PRIOR TO CLASS:

TESTS RATINGS

Mental Speeds

Language Aptitude:

Verbal Intellipgence:
TRAINING RECOMMENDATIONS:

FOR THE DIRECTOR OF TRAINING:
Registrar STAT

WJIMfhug S1
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Y
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Trem & Geners! Butadl ¥0rionfotin.
STAT Livirion Late of tils roquest

Date Month Year

REQUIST TOR TRAINING
(Two copics of form Lo pe forwarded to Oifice of Training)

Name Age Sex
Last First liddle :

Job Title _ ‘ GS rating _—
--Check level of present Uncleared FProvisional Segret Top Secret
security clearances ;7 N, 7 S

Office For consultation call
Ext,

Courses Requested

Intensive Russian Language (UTG/A) 552:37 Cutside Langﬁage Training
(Attach four copics of a meno

ZL.J? General Intelligence (UTG/A) . _in accordance with Regulation
S . STAT
Z / Rapld Reading
[/ 7 Clerical Training [_./ Cther
(Specify courses below) (Give details below)

" When will student be available for training?

Date Fonth Year

_Approved by (Signature of Staff or Div., Chief) Signaturas of sponsoring officer

Approved For Rel ) 7 1 : CIA-RDP70-00211R000300190007-0
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S g ~TIrst FddTe W Tatng
legal Address ECD
D.C. Address D.C, Phone
Office 110 Ext
Course Date h " ~Flace
Course to at
Courne to st
Course to at
Clearancs Tralning Completed
Nome Approved For Release 2005/11/21 : CIA-RDP70-00211R000300190007-0

“"Birth Date
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NAME - (Last) (First) (Middlel . . DATE (Mo. ] {Da.) (Yr.)
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DATE OF EXAM. (Mo.}  (Da,) (vr.) [sex AGE ro. YRS. HIGH SCHOOL NO. YRS. COLLEGE
MAJOR FIELDS OF STUDY
DEGREES
~
EXAMINER TRS COURSE
‘g JOB ASSIGNMENT
I 1 RATING | CAF tor) P {or) Rank
o
:&. EMPLOYEE?
S| REMARKS
N
L
-
"N
o
‘Q’\
!

faete
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T TEST

FORM/ REV,

SPELLING

Approved

T-8 T-F I R
For Release 2 .

RATING

F002TTRUU0U300T90007-0

ENGLISH USAGE:
AC

AC=AITC

AITC

WORD MEAN ING

PUNK. & CAP,

LOGICAL REASONING

BASIC NO. SKILLS

MENTAL ALERTNESS

Approved

For Rellease 2

005/11
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